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Presenter
Presentation Notes
This template is a standard Kaizen Event Report-Out template. Most kaizen events or projects end with a presentation to report on accomplishments and any pending team activities. Each event is unique, so feel free to customize slides as needed to capture the project. You can fill in the information on these slides in the order that is most convenient to your team, so feel free to skip slides and come back to them later.

This template includes an appendix of several optional slides that you may choose to include in your presentation. You can move those slides into any point in the presentation if you decide to use them. You may also alter the order of any of the other slides as appropriate. 



Team Photo
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(left to right): ________
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Presenter
Presentation Notes
Insert a photo of the lean project team. 

Note: Could also use the photo on the title slide.



Participants
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Role Name Function

Executive Sponsor Kevin Minoli

Process Owner Becky Dolph

OCI Coach Laura Poole / Tamara Saltman

Lead facilitator Greg Sieber

Co-Facilitator Barry Angeline
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Role Name Function Name Function

Team Member Larry Gottesman National FOIA 
Officer

Peter Evanko ORD FOIA Coordinator –
Decentralized Program

Team Member
Wendy Schumacher National FOIA 

Program GIS
Stephanie Kercheval R10 FOIA Officer –

Centralized Program

Team Member Victoria Clarke FEAT Attorney Alan Engels R8 FOIA Officer –
Centralized Program

Team Member Joan Moumbleaux FEAT GIS Lisa Price R6 Deputy Director

Team Member Jennifer Hammitt ILPG Attorney Jessica Wheatley R5 FOIA Officer –
Decentralized Program

Team Member Lynn Kelly ILPG Attorney Gretchen Busterud R9 DRC

Team Member Tim Crawford FOIAonline Manager Jonathan Lubetsky OAR FOIA Manager –
Centralized Program

Team Member Brian Thompson E-Disco Acting DD

Presenter
Presentation Notes
List the event or project participants, including their functions in the process (e.g., supervisor, quality control, etc.). If appropriate, you can add participants’ titles to this slide as well. Consider adding a second slide to allow adequate space to list all members and observers. 

This info is included in the A3. 



Project Definition  (Same as information on the Project A3)
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Problem Statement: 
EPA uses a decentralized model or processing FOIA requests which relies on a variety of different 
processes across the agency.  Simultaneously, the number of FOIA requests that involve more than one 
office or region has increased significantly in the last several years; which creates significant burden 
upon agency staff, results in confusion, increases the risk of litigation, affects timeliness of initial 
interaction with and final response to requestors, and raises uncertainty regarding the application of 
FOIA across the agency.

Scope: 
The Agency’s FOIA response process from initial receipt to final closure of request. This includes review of 
materials/documents collected, requests for support, and product requirements, E-discovery search and collection 
services, 
Out of Scope:
but excludes litigation and issues involving Agency records management. Appeals to be handled in a later event. 

Goal(s): (of the project)
Meet statutory deadlines for responding to FOIA requests on 100% of such requests received by FY22 and 
maintain no more than 900 pending requests at any one time.
FY19 Target:  simple requests – 90% on-time; complex requests – 50% on-time; complex requests w/ agreed 
upon date – 75% on-time
FY22 Target: simple requests – 100% on-time; complex requests – 75% 100% on-time; complex requests w/ 
agreed upon date – 100% on-time

Presenter
Presentation Notes
Define the project using information from the A3 in addition to information from the event.  

The Problem Statement briefly describes what the process is and why there was a need for kaizen.  

The Scope should include the process start and end points
If the team has decided that anything is specifically out-of-scope or other boundary conditions, mention those here.
Example: This event examined the process from the time the States and Region negotiate and agree on performance criteria and measures to when EPA completes a performance report.  Out of scope: Changes to regulations
Also include a description of the widget produced by the process and the customer (i.e., the end-user of the product or service resulting from the process).

Kaizen event Goals are statements of intent that focus team attention on the areas in which improvement results are desired.  Kaizen event goals differ from objectives in that they are specific and measurable.  The goal should include the metrics associated with the goal, targets, and timeframes.
Example: Reduce the time between permit application and permit decision by 50% by the end of FY18.





Key Findings
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◦ Under normal circumstances, EPA has 
ability to process FOIA requests on 
pace with annual load

◦ Special circumstances and spikes cause 
backlogs that build over time

◦ High degree of inconsistency in 
processing

◦ Opportunities for improvement at the 
front of the process (submission form, 
intake, triage)

◦ Opportunities for improvement in 
streamlining reviews

◦ Lack of resources is a concern
◦ Disconnected, not user friendly 

information systems are a problem
◦ Increasing the capability of the people 

will make a big difference

Presenter
Presentation Notes
Like the lead in a good story, introduce the key findings up front.  Early exposure to results gets to the Sponsor's WIFM (what’s in it for me) and may illicit a reaction, e.g. the Sponsor may nod in agreement or otherwise.  This exposure can provide verbal and non-verbal feedback to help guide where the team can provide emphasis throughout the presentation.




Daily Activities
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Current State Process
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• Decentralized
• Inconsistent (23 variations)
• Hard to measure
• Pull – Push System
• Wait

• Caused by Expedites
• eDiscovery
• Clarifications
• Inter-Agency Reviews
• Awareness Notification

• WIP
• 4-20 per person

• Rework
• 5 – 10% Estimate

• R8 and OAR have
implemented One Piece Flow

Presenter
Presentation Notes
Insert a photo of the current state process that the team developed.  In cases where a process map was not developed include other products that represent your understanding of the current state, e.g. spaghetti diagram, photos, CSM,  etc.




Analysis
• A strategic end to end analysis to discover the full 

spectrum of problems and solutions
• A top down and bottom up System analysis and 

design approach was used
• We Developed:

• 4 Performance Goals
• 68 Critical to Success Factors
• >75 Issues
• >35 Ideas
• 13 Problem Statements
• 16 Solutions/Recommendations
• 8 Quick Wins
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Presenter
Presentation Notes
Provide a high level overview of the various types of waste eliminated (DOWNTIME) and the process used to identify and eliminate the waste, whether it be spaghetti diagrams, SIPOC, pareto, 5-why, fishbone, 5S, or other type of tool.



Analysis (cont.)

◦ Analysis shows a high number, but 
balanced portfolio of issues and concerns
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Presenter
Presentation Notes
Like the lead in a good story, introduce the key findings up front.  Early exposure to results gets to the Sponsor's WIFM (what’s in it for me) and may illicit a reaction, e.g. the Sponsor may nod in agreement or otherwise.  This exposure can provide verbal and non-verbal feedback to help guide where the team can provide emphasis throughout the presentation.




Big Ideas
 Make all non legal emails public by default
 Improve and centralize input, intake, and triage to assign properly and 

enable rapid review – standardize across EPA
 Implement an automated analysis of key attributes in requests
 Allow rapid response to certain types: My Property, Previous Request, Improper 

Request, Publicly Available

 Re-engineer the way reviews are conducted and provide authority needed 
to assign and get the job done quickly – standardize across EPA

 Create a FOIA Community of Practice to drive continuous improvement of 
personnel and processes
 Process review and management
 Share best practices
 Train on new systems functionality
 Celebrate victories

 Implement a robust cross system records management and search 
capability to drastically reduce the time spent searching for 
information/documents and reduce risk of litigation
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Ideal FOIA Construct
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Why These Solutions
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Break Out Teams (Optional where appropriate)

• Form, Intake, Triage
• Collection & Review
• Authority via Policy
• Technology
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Assignment Process Phases 1 & 2 Process Phases 3 & 4 Authority Via Policy  Technology
Form, Intake, Triage Collection & Review

Group # Floaters
Facilitator Sieber Angeline

Jessica Jonathan Stephanie Joan Laura
Lynn Gretchen Jennifer Peter
Larry Lisa Wendy Tim

Victoria Brian Alan

Members



Break Out Team Process

U.S. ENVIRONMENTAL PROTECTION AGENCY | OFFICE OF CONTINUOUS IMPROVEMENT14

Tier 2 QFD

Issues & 
Ideas

Solution 
Details

Risks

Implementation
Plan

Huddle 
Board



Process Teams
VICTORIA CLARKE & GRETCHEN BUSTERUD
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Future State Process Map

16 U.S. ENVIRONMENTAL PROTECTION AGENCY | OFFICE OF CONTINUOUS IMPROVEMENT

• Automated Front End
• Centralized Intake
• Streamlined Reviews
• Interim Deadlines

• Rapid Response to Many Requests
• Significantly reduced workload
• Improve ability to meet deadlines
• Reduction of queues / WIP

Presenter
Presentation Notes
Insert a photo of the future state process that the team developed.




Future State Process Map
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Documented 
Electronically
- Needs clean up

Presenter
Presentation Notes
Insert a photo of the future state process that the team developed.




Process Changes – Intake & Triage
• Improve Intake Form

• Drop downs
• Key words

• Implement Automated Analysis and Response
• My Property
• Publicly Available
• Previously Requested

• Centralize Intake responsibility and leverage new 
authority

• Identify FOIA Task Force Members
• Embed and support crisis response

• Receive Daily Press Briefings
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Presenter
Presentation Notes
List the process changes and improvements that the team accomplished during the event. Use multiple slides as needed.

Examples:
Created a standard work checklist
Eliminated unnecessary approvals
Trained staff on the new process to coordinate permit and enforcement reviews
Developed a spreadsheet to visually track the process status




Future State Intake & Triage Map
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Presenter
Presentation Notes
Insert a photo of the future state process that the team developed.




Intake & Triage Details
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Process Changes – Collection & 
Review
• Streamline Reviews

• Establish Case Worker Model
• Linkage between Exterro and FOIAonline and Relativity
• Reorganize technology/FOIA group as a centralized unit
• All large document production goes through 

Relativity/FOIAonline
• Streamline Inter-Agency Reviews

• Establish a singular inter-agency review process
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Presenter
Presentation Notes
List the process changes and improvements that the team accomplished during the event. Use multiple slides as needed.

Examples:
Created a standard work checklist
Eliminated unnecessary approvals
Trained staff on the new process to coordinate permit and enforcement reviews
Developed a spreadsheet to visually track the process status




Future State Process Map
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Presenter
Presentation Notes
Insert a photo of the future state process that the team developed.




Collection & Review Details
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Authority Team
WENDY SCHUMACHER
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Authority Changes
 Update FOIA Regulations

 Add FOIA to PARS

 Update FOIA Policy; Guidance and SOPs reflecting 
increase in authority and clarifying roles.

 Update 1-30 to delegate signature authority

 Roll out standard naming convention for records and 
correspondence

 Enable Culture Change
 Identify and fund training and professional enrichment 

opportunities for FOIA professionals
 Reclassify all FOIA professionals to 0306 series
 Awards for FOIA work
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Authority Solutions
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Technology Team
TIM CRAWFORD
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Technology Summary
 Implement Automated Analysis
 Improve Records Management

 Improve Searchability
 New Online Request Form
 Improve FOIAonline Functionality/Interoperability
 Implement FOIAonline Tweaks
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Technology Solutions
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Improvement Actions: 
Next Steps

30

# Assigned
Date Action to be Taken Action Owner Due 

Date Percent Complete Completed Date

1 Leadership Approval for Initiatives
25 50 75 100

2 Conduct Intake and Triage Event
25 50 75 100

3 Conduct Collection and Review Event
25 50 75 100

Complete Awareness Notification Improvement
25 50 75 100

4 Enhance FOIA Community of Practice
25 50 75 100

5
Assess Automation Technologies and Approaches 
to Implementation

25 50 75 100

6 Obtain Automation Resources and Implement
25 50 75 100

7
Implement, Train, Validate Improvements from 
Events

25 50 75 100

8 Implement Measurement and Visual Management
25 50 75 100

9
Conduct a data analysis and FOIA analytics 
improvement initiative

25 50 75 100

10
Revise policies and procedures to reflect appropriate 
FOIA authority 

25 50 75 100
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Presenter
Presentation Notes
Describe the steps that the team will take to implement the process. Include the name of the person who will be responsible for leading each implementation item. If you cannot fit the full implementation plan on the slide, you could select key actions to provide an example of how the changes will be implemented, or present the actions that will be implemented first. See the Breakthrough Project A3 for more details on how to show the status of each action.

Action Item Examples:

Modify the IT Tracking System for use in property inventory
Purchase new equipment
Create a checklist of tasks to complete the annual property inventory
Communicate with colleagues in EPA and state offices about the new process
Conduct a briefing for staff not at the Lean event on the new process



Performance Board
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Presenter
Presentation Notes
Illustrate how the team will track the improvements expected as a result of the event. Provide either a description or example of the chart, graph, or other means of tracking the performance of the process post-event.   Ideally, include a photo of the Performance Huddle Board and describe the components of the Board and how it will be used (how often will huddle meetings be held and who will attend). 



Questions and 
Discussion
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Thank You!
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